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THE UNIVERSITY OF ADELAIDE

Established: 1874

Campuses: 4

Faculties: 5

Divisions: 3

Students: 22,000

Staff: 3,500 (excl casuals)
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ORGANISATION & ORACLE

HCM, Campus & Finance
PeopleSoft HCM 9.2
PeopleTools 8.55, PUM #27
GP, Time & Labour, Profile 
Mgmt, Partial Position Mgmt, 
Contract Admin, Training 
Admin
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BACKGROUND
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A gap was identified in the information gathered from staff regarding:

 Identity/Working rights

 Citizenship

 Academic Qualifications

In order to be compliant with:

 Tertiary Education Quality and Standards Agency (TEQSA)

 Education for Overseas Students Act 2000 (ESOS) 

 Higher Educations Standards Framework (HESF)

Also to provide:

 More accurate reporting for external ranking bodies



OVERVIEW

STAFF CENSUS

February 2018

CAPS 

ONBOARDING

June 2018
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PEOPLESOFT ACTIVITY GUIDES



OVERVIEW
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What is a PeopleSoft Activity Guide??

“Activity guides are a PeopleTools feature that allow you to define 
guided procedures for a user or group of users to complete. Users are 
presented with a list of actions, or tasks, that need to be completed to 
finish the procedure”

Examples of use:

 The on-boarding of a new employee.

 Period end closing.

 System or feature configuration.

Source: PeopleSoft Online Help



INFORMATION GATHERED
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Personal 
Information

Bank

(CAPS 
only)

Tax

(CAPS 
only)

Contact 
details

ATSI

Emergency 
Contact

Disability



INFORMATION GATHERED
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Other 
Information

Citizenship

QualificationsVISA



STAFF CENSUS Fixed Term and Continuing 

Staff Information
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STAFF CENSUS BACKGROUND

 Staff Census Campaign launched by the VC on 5 February 2018

 Census period 5-16 February 2018

 All Staff requested to complete (including casuals)

 Messaging from the VC:
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STAFF CENSUS FINDINGS

 82% completion amongst fixed term and continuing staff

• 87% Professional 

• 76% Academic

 1200 Academic staff provided their formal Qualifications

 ATSI identification numbers doubled

 No previously recorded data around disability
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STAFF CENSUS FINDINGS

Citizenship/Birth Country

Academic

 49% have a birth country other than Australia. 

 7.2% have identified having dual citizenship

Professional

 32% have a birth country other than Australia. 

 3.7% have identified having dual citizenship
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SSO
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CAPS ONBOARDING Casual Staff Information
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CAPS ONBOARDING BACKGROUND

•All casuals required to complete 
their onboarding

•Provide information they have 
not had to provide before

•Change in process – first accept 
then complete onboarding. 
Unable to submit timesheet until 
onboarding complete

•Complete whenever there is a 
break of service greater than 30 
days

•Qualifications new requirement –
compliance requirements
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CAPS ONBOARDING BACKGROUND
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Offer Created

• Academic – confirm qualification or Equivalence

Offer Approved

• Delegated Authority

Offer accepted

• Accepting terms of offer only

Onboarding Completion

• Provide relevant information



SSO
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ACTIVITY GUIDE 
DEMONSTRATION

CAPS Onboarding 

Demonstration
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DEMONSTRATIONS
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Demo

https://sso-uat.adelaide.edu.au/psp/hcm92uat_sso/?cmd=login&


DEMONSTRATIONS
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DEMONSTRATIONS
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THE BIG C…….
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CUSTOMISATIONS
• Minimal Customisations for Activity Guides

• Uses SSO Pages – either Vanilla functionality or already 
customised.

• The 2 pages that did have heavy customisation were:

• Citizenship

• Completion page - Validation



KEY LEARNINGS ANY QUESTIONS?
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KEY LEARNINGS

Process:

• Staff Census Launch from VC was very effective

• Crashed SSO – don’t send to entire uni at once. And ensure it only 
goes to those that are required to complete the Census

• Be clear on why the information needs to be captured

• Concerns about data breach

• Concerns about sharing disability – what was the data used for

• VISA/citizenship proof – explain why

• Confirmation of citizenship – Citizenship certificate vs Birth 
Certificate (Birth Certificate not acceptable if born after 20 
August 1986)
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KEY LEARNINGS

System:

• Visited vs Complete in the menu is confusing

• Unable to terminate an onboarding activity without technical team 
intervention

• Banking page for casuals – multiple records

• “Complete” slider bar confusing for users.

• UOA qualifications for CAPS only updated overnight. Therefore if 
someone accepted their offer and went to complete their 
onboarding on the same day their UOA quals don’t appear.

• Pre 1985 UOA qualifications have to be manually updated

ADU 7-9 NOVEMBER 2018



PRESENTER

Sasha MacGillivray

Manager, HR Systems and Change

The University of Adelaide

sasha.macgillivray@adelaide.edu.au

ALL ALLIANCE PRESENTATIONS WILL BE AVAILABLE FOR 
DOWNLOAD FROM THE CONFERENCE SITE
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THANK YOU!
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